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THE HDAFF 25UDY
{As & think-plece for getting deeisions on problems.)

% you'ire having trouble getting ducisions from yowr supervisors.
Dig you ever stop to think that it night be due 10 the way you
prepent the problem for solution? If an mssistant is o be of maxirmm
valne to his boss, he has t0 lesrn to halp the hoes make sound decisiorns
with & minisun expenditure of time. JFortunately, the sssistant doenn't
have to spend yemrs experizesiity to fiad an ideal method for pressnting
problans for sound Gecisions doemase ore method has alresdy baeen prowven

mcessfl by experience~-the ztaff study,

Over the yours the stafl stulfly has grown in acceptability as &
formal presentation pleee for problem molving at the policy lewal. A
prinsipal resson for this is the very asture of the staff study format
which requires cmrefully organized thinking in a logisal pettern. A
good mtaff peper showe that this agoweach has beon used in the dewclopmant
of tha staly; a poor staff paper ahicws $oo often the results of try/ing
o £4% a poorly orgmized stuly into the staff paper formst.

Heretofore, little sttention or csphasis has besn placed on the <one
capt of the stalf study =8 an aid to clemr, logleal thinking and orgsnie
sation in the development of a sound wolution t0 any prohlam, regsrdloss
of whether or not the problem requires presentation of 8 formsl stef?
peper. The stafl stuldy technique is s ideal "thinkepiece” mechariam

for solving problens and prosenting salutions orally or irn a samorundin

es well as in a formal staff peper.
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mummmmnm@t’wﬂmm
tw@l«mmﬁe&mmﬁﬂﬁam&dlﬁd&nbymmmw
regiired by the staff study formst.

1. STATING MR PROMLEM
mmmm;mmumm, is i3 Vital!
(&mmmmm«gmwﬂwnmumrwxm.)
Mmﬁamm»mrmm%mmﬁi
www&famm@m&mmwfyit,ﬁmy.
Always Fomesber that the problem is ome for solution by &
superior pot & vork amigmmest for you. Don't state the
problen as, "study sol orpanization of the *Y* braseh and other
mmmmmmw.'
mmmumuzMMqu

NER T T IR,

mmwammmmmw'x' brench®s
funetions.” However, fregmotly the best sad slmplest way
uwmwmmmmu;mummu
Whﬁebﬁttﬁ#c{mmgﬁforﬂm‘?hrsaahﬂ.
thet the problem imm't quite what you originelly thought 1%
was aad should be restated.
WWM@M:@MM&MM«:.

2, Naking ASSUMPTIONS
Aswaptions must be bagsed on faet but need 20t be pOveR.
Use assmaptions only if you need them for & legleal diseussion
of ths prohlem.
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| Approved For Release 1999/09/20 : CIA-RDP78-04724A000200040019-0




Approved For Release 1999/09/20 : CIA-RDP78-04724A000200040019-0

3, Osthering end presenting FACTS
Gether a1l the faots that besr én the problem but presemt only
the important ones, {Pertinent detalls ocan be put in annexes.)
Hesist the temptation to put in interesting information that
shows the boss how mugh work you've done on the problem but
doesn't directly dear on the golution to the problem. If

\ important enough, put it in s separate memorandum.

L, DISCUSBION of the facis
e diascussion section of the study is the place to analyze
the fects in & way that will lead to reasonsble concluaions,
The advanteges and disadvantages of alternative courses of
sction should be weighed in thinking through the problem, but
it i not necesssry to list them all in the paper.
Soreening 1s as impar tant in discussion as in facts. Inclusion
of only pertinent discussion will accent the fects theb have a
definite bearing on the problem and help sell the logleal
so)ution.

5. Draving CORCLUSIORS
If the paper is short, the conclusions may be obvious, in vhidh
cage they need not be stated. Where used, they should sghow
the results from & ressoned Judgment of the effects and
implications of the essential facts pointed up by discussion and

logically lead to certain actions that the supervisor should take.

“3n
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ATIORS for action

Rescomendations should provide a clear-cut solution to the
probolem and permit & simple approval or & sspproval. Btate
ew’blyﬂhoistowethemmontm is to be approved.

7. COORDIRATION of the studly

When the boss receives a staffl stuly, he wants to be sure thsat
it vepresents the viewvs of every component having an official
intevest in the problem or ddrectly involved in carrying out
the recommendations. This doesn't mean that the psper ghould
be 4ijuted to the point of the lesgt common denominator of
sgreenent. Disgent can sometimes prove yalusble and mey lead
o Wﬁs 4n the paper without changing the basic pro-
posal for action.

fe sufficiently flexible so thet you cau yiem on unimportant
details without compromising on prineiple.

¥henever possible deal airegtly with those vho have suthority
to eoncur. Hovever, bammmawﬂemtheﬂw;rm
have paved the way with others vho have & officisl interest
in the study. ‘

Femamber that the staff study was devaloped to produce clesr logical
thinking and & standard formst for formal presentstions. As an aid %o
sound decision making, the use of its format and the techniques
required in its development have o mmoh broader spplicstion. Ragardless
of the level at whioch you operate--regardless of whether you sre staff or
1ine--you can use the techniques requirved by the development of a staff
stuly to your sivantage {in solving problams and getiing prompt sound
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DATE

TRANSMITTAL SLIP |

| 19 .ec. 58
TO:
25X1A ‘
ROO
122 East
REMARKS:
Per our conversation. Please call me.
Thank you.
25X1A

FROM:
Chief, Management Steff
ROO 5
MNO555 BUlLil,?i,? H S‘tu E3X'T(E2NiION
3241 Gaearames @
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